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REGULAR VOUCHERS OVERVIEW

Regular vouchers are created and paid directly to the vendor; upon completion, they create expenditures.
This differs from PO vouchers that are for the payment of purchase orders, generated by the state’s
procurement process. Consequently, since direct vouchers do not flow through the procurement process,
their uses are limited to areas where the state has specific statutory authority to pay vendors directly.

Voucher creation

The entire process of creating a voucher will be covered.

Template Vouchers

Allow for the creation of vouchers from saved templates.

Speed Charts

Creation and use of the Speed Chart tool, that allows distribution information to be copied into a voucher.
Budget Checking Errors

The process of what to do when a voucher fails Budget checking is explained.

Ddeting Vouchers

How erroneous vouchers may be removed from the system is covered in this section.

Closng Vouchers

This process closes the voucher and restores any remaining expenditure, whenever a wucher is not fully
paid.

NOTE: Throughout this manual page shots are included to illustrate and describe the data fields

that must be entered for specific transactions. Not all pages or fields on a page will be explained.

This manual focuses on those pages and fields that are required for data entry for the State of North
Dakota.
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REGULAR VOUCHER CREATION

A voucher consists of a Header, Voucher Lines and Distribution lines. At a minimum, a voucher must
have one of each to be valid. In addition, the sum of the distribution lines must balance to the voucher
lines, and the voucher lines must balance to the voucher header. As information is added to a voucher,
items may have been incorrectly added which prevent the voucher from balancing. If this occurs, the
system has been configured to allow the voucher to be saved in a recycled state. This will allow you to
save your work; however, no additional processing may be completed with a recycled voucher until the
out of balance condition is corrected. Vouchers move through a lifecycle whereby they are first entered,
paid, and finally posted.

STEP 1 — CREATE VOUCHER

ENTER VOUCHER PAGE

Navigation: Accounts Payable > Vouchers > Entry > Regular Entry

We first utilize the above navigation to add a voucher. The Business Unit field will default from your
operator preference. The additional fields, although not required, serve to pre-populate the voucher. A
brief description of each of the fields and their use appears below.
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Click ﬂd_l to take you to the Invoice Information page.

Business Unit — Defaults to specific value for each User.

Voucher ID — Defaults to NEXT. DO NOT CHANGE. The system will auto number each voucher.
Voucher Style — Defaults to specific “Regular Voucher”, use this default for direct vouchers.
Control Group ID — Not being used at this time.

Short Vendor Name — Optional field, not necessary for voucher entry.

Vendor ID — Optional field, not necessary for voucher entry.

Vendor Location — Optional field, not necessary for voucher entry.
AP —Regular Vouchers Page 3 of 36
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Address Sequence Number Optional field, not necessary for voucher entry.
Invoice Number — Optional field, not necessary for voucher entry.

Invoice Date — Optional field, not necessary for voucher entry.

Gross Invoice Amount Enter the amount of the invoice.

Total Voucher Lines — Optional field, not necessary for voucher entry.

North Dakota ERP Project

INVOICE INFORMATION PAGE
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This brings up the Invoice Information page, where most of the work of creating a voucher takes place.
Since this page is somewhat complex, we will break the page into the following sections. Each section
will be covered individually throughout this manual.
Vendor Section
Invoice Section
Invoice Lines Section
o Distribution Lines Subsection
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STEP 2 — ADD INVOICE INFORMATION

Navigation: Accounts Payable > Vouchers > Entry > Regular Entry

Vendor Section

Vendor:

HName:

If either the Vendor number or name is known, populate directly into the Vendor section.

Vendor — Vendor Number
Name — Name of Vendor
Location — Vendor Location
Address — Vendor Address

Location:

*Address:

Advanced Wendor Search

IDDDDDDDDDE =X

|DacoTaH-001 =Y

IMAIN =Y
e

DACOTAH PAPER COMPARNY
PO BOX 2727

FARGO, MD 58102

If none of the vendor information is known, click on the Advanced Vendor Search link.

AP —Regular Vouchers
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Advanced Vendor Search Link

In this example, all that is known about the vendor is that the name begins with H.

Mame: |H Back to Header Addvendur|

it |

Max Rows

State: | Q|  Shortame: | Q) I—m =
Country:  [USA & e [ Q
Postal: | Class; rﬂ

1101 of1

Search Results Customize | Find | view Al | B8 First [ 1004 ] Last
Vendor Location Name Detail
M 0000000017 1 Helen's Hardware Store Detail

First the name is entered. After entering all search criteria, click the d button to return a list of
vendors. If the vendor does not exist in the database, contact the State Procurement Office.

Choose from the returned values by clicking on the & icon. In cases where there are multiple returned
values with identical names, click on the Detail link to see more information about each individual vendor.

AP —Regular Vouchers Page 6 of 36
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Advanced Vendor Search Link

SetlD: SHARE Vendor ID: Qooooooot 7 o Search Backto Header

Yendor Detail

ShortMame: HELEM'S-001 Status: Approved
Hame 1 Helen's Hardware Store Class: Supplier
Hame 2: HR Class:

Address: 001 Work Address 1 persistence: Reaular

Diit Loc: Tl AL Wiark Address

Corporate Vendor: SHARE 0000000017 Helen's Hardware Store
Remit Vendor: SHARE 0000000017 Helen's Hardware Store
I¥ Open For Ordering ™ withholding Applicable ™ VAT Applicable

ind | View sl First (4 1001 [ Last

From this link more information can be obtained about the vendor, from this panel the options are:

o . select the vendor

EJ - view detailed address information.

Search — Return to the search page

Back to Header — Return to Invoice Information page without selecting a vendor.

I nvoice Section

The fields on this section of the page relate to the vendor invoice that you are vouchering.

Invoice No — The number of the vendor’s invoice that you are vouchering. The system will give you a
warning message if it already exists; this is to prevent it from being entered twice. However, you will be
allowed to save duplicate vouchers in recycle status. Invoice field is thirty positions long, and is an
alphanumeric field.

Invoice Dt — The date of the vendor’s invoice, this is used to compute days outstanding.

Pay Terms — Will default to 0 days.

Misc. Amt — Amount of any invoiced charge. Not currently used by the State of North Dakota.

Frght Amt — Amount of any invoiced freight charge. Not currently used by the State of North Dakota.
Total — Defaults to zero, and should be populated with an amount equal to the invoice value that you are
paying. Does not default to O if enter amount in the add value panel.
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Balance — Compares the Total (above) to the sum of the voucher lines to alert you of an out of balance
situation. As stated above, an out of balance voucher may be saved in a recycled state; however, in
order to process further, the voucher must be balanced.

North Dakota ERP Project

Imvoice No: ||

Invoice Date: I— ] Accty Date: Im B
*Pay Terms: I 30 Days "I Fl%
miscam: | | &
Fghtam: [ &

Mon Merchandise Summary

Total: | 0.00 *Curr: [USD Q| Balance: -10.00

At any time, clicking on the —Remlbutton at the bottom of the page, will rebalance the voucher, and
update the Balance field.
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STEP 3—1099 VOUCHERS, INVOICE AND DISTRIBUTION L INES

This section covers procedures to utilize when a 1099 vendor has been selected, as well as edits to the
invoice and distribution lines.

INVOICE INFORMATION PAGE

Imvoice Information {_Fayments | Voucher Atibutes | Accounting Information_

Style: Regular  Entry Status: Open Withholding Comments =

Unit: 11000 Youcher ID:  NEXT Budget Status: Mot Chk'd Post Status:  Unposted

| PO Unit:l Q) Purchase Order: I Q| CopyPO | Waorksheet Copy Option: INDne 'I
Adwvanced Vendor Search Invoice No: |

Vendor: |uuuuuuuu15 Q) Invoice Date: | Ed Accty Date: |03r0512003 Eil
=h
Name: [ECKv-10am-001 Q) PayTerms:  [Now 5 B

- =h

Location:  [man @ Misc Amt: | =

=h

*Address: | 14) Froht Amt: | B
Becky's Bowling Center Maon Merchandise Summary

4554 Ten Pin Avenue

Bismarck, ND 58501

Total: I 0.0a *Curr:IUSD <4/ Balance: 0.0a

1099 Vendors are specified during vendor setup / maintenance, according to state and federal rules.
Whenever a 1099 vendor is populated into a voucher, the Withholding link activates in the Invoice
Information page. |If there are to be no changes to the vendor's 1099 status, for this voucher, simply
continue through the rest of the rest of the procedures, and the vendor’s 1099 rules will be applied. If
however, a one-time change to the withholding rules is required for a voucher, then click on the
Withholding link.
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Withholding Link

Backto Invoice
Unit: 11000 Invoice: Yendor: Becky's Bowling Center

Voucher:  HEKT Date: 1D: 0000000014

Postpone Withholding? [~

First (4 4.0t 1 [¥] Last
Line Descr Withholding Code Withholding Applicable
1 Y i
C ze | Find | ¥i 1B First [ 1or 4 [ Last
’7 Enity [Ty |durisdiction|‘Class |0 (e B2SEAM lpyie or | appiicable ’7’7
‘ 1lrs  QJ|fioss QJFep @] fjor Q|| | g\ v ‘ll‘;l

On this page, the default 1099 rules for the vendor will be populated into the panel. At this point, if you
wish to suspend 1099 rules for this voucher, click on the Applicable flag to exempt this voucher from 1099
rules. After you are through with any changes, click on the Back to Invoice link to return to the Invoice
Information page.

Invoice Lines Section

One Invoice line will default into the page for each PO or receiver line. Changes to these values may
occur, especially if the voucher is the result of an Authority order. As stated above in Step 2, the sum of
all invoice lines must equal the total amount in the Invoice Section of the page or the voucher will go into
a recycled state. The field values for this section are as follows:

Dist By. — Defaults to value on PO, distributes voucher by either quantity or amount.
SpeedChart. — Are used as a shortcut to distributing vouchers.

I[tem— Refers to catalog number in Item Catalog.

Description — Description of line item being vouchered.

Quantity. — Quantity of line item being vouchered.

UOM. — Unit of measure.

Unit Price — Individual price per unit of measure.

Extended Amount — Quantity time’s unit price.
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Speed Charts

Speed Charts are a shortcut tool that allows distribution information to be easily populated from stored
profiles. As stated above, every invoice line requires a distribution or distributions that will balance with
the total of the line. In addition, it is common to have several common sets of distributions that are used

repeatedly. Speed Charts enable these common distributions to be stored and later defaulted as needed.
They work like cost centers do in the current system.

Lz *1=]
1 ‘Disthae [Fml =] Spesdchart F 5
nem Description Ouanliny WOM  UnitPvice  Extended At
[ [ [ [ &l | n.00
fm Ercrerge Ribe hikadics Aesle [Eas
At Quanimy GLUM  Eudgd Dsie Account Oper Linit Funal Depariment Class Propects
1 [T | [11000 [y foararizooa F5 | )l | Q] Q)] O Projects k] = |

First, v on the SpeedChart checkbox, then enter the SpeedChart name if known or click on the qJ icon to
search.

SEtln:l’@ 11000
SpeedChart Key: | begins with ¥ | |

LookUp | | Clear | | cancel | Basic Lookup

This will take you to the SpeedChart search box. Click on the Look U | putton to view a list of search
results.

Search Results

17 of 7
SpeedChart Key Description
aot test
1000 CMB-Administration
10450 Eizk Managerment
3000 Fiscal Management
3020 ERP-Carryover
200 Printing - With Project
a110 Capital Projects-With Project
Select the desired SpeedChart.
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hmwice Limes

1 ‘Distbye Ari =] SpesdChar [ [100

1 oo | [rd0n k) [cnioog G &l Alforn &l fiooo ) | G Pigiects [l (=]

The values from the SpeedChart default into the Distribution Lines subsection of the page. It is important
to remember the following additional information about SpeedCharts:
SpeedCharts may be built to include multiple lines of distribution information
SpeedCharts may be limited to an individual Operator, or permission lists that encompass several
operators within your Business Unit.

Distribution Lines Sub Section

It is important to keep in mind that one voucher line may have one or more distribution lines, this is
allowed as long as the quantity and amount being distributed adds up to the quantity or amount for the
voucher line. The following field values relate to common values on this sub section of the panel:

Quantity — The quantity being vouchered to the distribution line.

GL Unit — The GL Business Unit, or agency, the accounting entries will update.
Budget Date — The date of budget being checked against.

Account — The account being charged.

Fund — The fund being charged.

Class — The Appropriation line being charged

Dept — The department being charged.

Program. — The program being charged.

Project. — The project being charged.

1 CDistiee At *| SpeesClan [
Wem Descriplion Quandity IR Linat Price Extended Al

| | [ [ & | =000

ChapiFishde Y ExchengaRels Slelklics dz=mls ¢ Mk
Aataiitiiad Digifity GL UG Pudgel Date  Accodi e Uit Fiituil Dt i Chass Pt
1| 20.00 |1.0000 f11000 5, [0206/2007 (&) (602010 o [ Q) ont G (1000 @) (11030 9 Pojects 4] =]
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STEP4 — EDIT PAYMENT INFORMATION

Navigation: Accounts Payable > Vouchers > Entry > Regular Entry>Payment Information
In this step, remit vendor, bank and payment scheduling information is recorded. Generally, this page is
only updated during voucher creation if one of the following conditions exist:

The voucher has multiple payees.

The voucher requires a partial payment.

If none of the above conditions apply, this step is only for reference.

PAYMENTS PAGE

Witz 11000 VoucherID; 00000335 Pay Tarms; [OUSAMUOR = Sl Pauen

Faymentinguiey  HolldawCurreney Qedlons  Edoress Pavment  ¥endor Banks Messagas  Drafts ﬂ;l
carnenents

Rl oz (2000000017 <) B3 Helen's Harsware Slone
A5E54 1 6th Ave South
Location: &N Somaan] VA pnony o sesns

v TR S e | B
“Arcount; W a (s ound; lill Uso P r—3
Hethd: lm S check Mt Dise: lﬁ Reforence: |

payGrous [ @ L 1z | "
“Hamalling: F [+1 [z o Due; Prawanl Dl li

Wetlioge [ G

i Pasne Seheduled Dyg: (9072003 1

HoldAeason: [ 4 Ar:rig Db

Separate Payment 7

Rsovel  (Chastum b Gewah] (48 RetinLiz ] 12 I Netity | 2 fetesn | Bt Ll
The number of payments or payees may be adjusted from this page. The system assumes that only one
payment is going to be created. If multiple payees or payments exist for a voucher a new row will have to
be added to the panel for each payment. In addition, to partial payment also require the addition of a

row. This is done by pressing on the ;"J icon. Conversely, rows added in error can be removed with the
;l icon.

For simplicity, coverage of the remainder of this page will be broken down into the following sections:
Payee Section
Payment Method Section
Payment Details Section
Payment Options Section
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Payee Section

*Remit to: IDDDDEIEIDDH Ql = Helen's Hardware Store
458654 16th Ave South

'-UcatiﬂmIMA'N %"M““l [ Bismarck, ND 58505

If multiple payees are required, update the Remit to vendor for each payment row that was added.

Payment M ethod Section

*Bank: W QJ L}s
*Account: W Q
‘Method:  [CHK Q) Check
Pay Group: l_ Q

‘Handling: [RE Q|

*Netting: lﬁ. Q

Hold Payment [~

Hold Reason: I Q

Separate Payment [+

Generally, this section is not used unless:
A partial payment for the voucher is being created.
The voucher requires a different payment method.
The vendor needs to have a separate payment.

Account. — Bank Account.

Handling. — Usage for the State of North Dakota still to be determined.

Hold Payment. — This is selected to hold a payment.

Hold Reason. — All held payments require a held reason, select either: AMT, (Amount Dispute), CRT
(Retention), GDS (Goods Disputed), or WTH (Withholding).
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Payment Details Section

The Payment Details section needs to reflect properly each Scheduled payment. If the voucher contains
multiple payments ensure that the amounts and due dates of all payments are correct.

Gross Amt: I 1000 ysp
Discount: I 000 ysn
Net Due: |DEIEEIEDD3

Discount Due: I

Discount Denied ™

Scheduled Due: I':'HHEDD3 @

Accty Date:

Gross Amt. — The amount of the scheduled payment,
Scheduled Due. — This field is calculated from the payment terms

Payment Options Section

After the check / checks are issued, the reference number, i.e. check number and payment date will be
populated.

spction: |Echedu|e 'I
Pay: I :I'
Reference: I
LiC ID: | LE
Paymt Date: I
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STEP5—EDIT VOUCHER ATTRIBUTES

Navigation: Accounts Payable > Vouchers > Entry > Regular Entry>Voucher Attributes

Voucher Attributes is mainly for reference and serves as a window into various statuses of the voucher.
Very few vouchers will require updates.

VOUCHER ATTRIBUTESPAGE

¢ Inwoice irdommation | Paymends ) Wouches Atributes 'I:Z-E::mnﬁnglnhlpalim b

Uit 11000 1L T1e Viendor:,  Becky's Bowlng Center
Woucher  MEST [ ane: Ix nnoononni s
Hmstﬂ“ﬂ Cpen Clirse Status: Qpan e chear Buathiped Status: Mol Ghkd
Pt Stabus: Unposlad Blaich Staius: o Wakh Bt Prrorabed Bulget alil
Status:
Approwal Statue;  Spprmad Doag umend Tolerance Status:r~ol Ghid
ERS Tyne: kol Applcsble inaickhar Somence Cinling
T ——————
Entered on; COUORE002 U kreynnies O 10
Last lhﬂnt Lipedabad By kretnalis

*Smarce: iT-atIIBS I sCurrencys !IJQD 1] ht:Tn:rllﬁFlR 4] Exchange Rate:

“Apprmal; |Fre-#pprovsd = Russinnss Process: |
Ayl Rule Sed: |

=SE Murn Oytlimn; | G 1oun Yo naes Gsitn-Hur SHI Rumbinr:
F Post Voucher ™ inse voucher
¥ Ravalie Veuchar [ Deloe Vowcler
e ——
Prapamnant Feterans; ¥ mutopmatical v Apply Brapaymest [ Dostposa Wit hodding 7
Lestter of Credit ID; =
T Girousgr: T Prymmur! Tigpe: |
Waen) Eiy ] e | Bls] Elupatermicaay]

lrwnice informadon | Basmerts | Woucher Atnbules | Accouring Information
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STEP 6 — ACCOUNTING INFORMATION PAGE

Navigation: Accounts Payable > Vouchers > Entry > Regular Entry>Accounting Information

For most users, edits to the Accounting Information page will not be necessary. The exception to this rule
will be for advanced users, who will need to be familiar with the Match Action section of the page. This is
covered later in the course.

North Dakota ERP Project

ACCOUNTING | NFORMATION PAGE

[nvnice Information Payments EDucherAﬁributes"{ Accounting Information \'.

Unit: 11000 Invoice: Vendor:  Becky's Bowling Center

Vioucher: MNEXT Date: D: oooooooota

‘ *Accounting Template: ISTANDARD g

‘ Account At: I Gross vl

*Status: I Mo Match vl

™ Pay UnMatched Voucher

Bl save)  ([Elnetity ) (2 Refresh [El 2 dd | | Update/Dizplay

Invoice Information | Payments | Youcher Attributes | Accounting Information

At this point, if your voucher is complete click on the & save icon to save your voucher.
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STEP 7/ —VOUCHER BUDGET CHECKING

Navigation: Accounts Payable > Vouchers > Entry > Regular Entry>Invoice Information
After the above steps have been completed, the final step is to Budget Check the voucher. After the
voucher has been saved, return to the Invoice Information page. This course covers both online and

batch methods of Budget Checking, it is important to note that the batch method will be the primary
method.

North Dakota ERP Project

INVOICE INFORMATION PAGE

Imvoice Information i Payments | Woucher Afiributes | Accounting Information_

Style: Regular Entry Status: Postahle ‘ithholding Comments =]
Unit: 11000 Vioucher ID:  NEXT Budget Status: Mot Chik'd Post Status: Unposted
| PO U“it:l Ql Purchase Order: I QJ_CopyPO | Worksheet Copy Option: | Mone |
Advanced Yendor Search Invoice No: |Dem0
Vendor: IDDDDDDDD‘IS Q) Imvoice Date: IDSIDSIQDM [ex4] Acctg Date: IDSIDEIEDDB Ed
=h
Name: IBECKY—1099-DD1 Q) ‘Pay Terms: INDW 'l B
= =h
Location:  [main Q@ Misc Amt: | B
=l
*address: | 1Q Frght Amt: I B
Becky's Bowling Center kon Merchandise Summary
4554 Ten Pin Avenue
Hismarck: NE:3850)1 Total: I 2000 *Curr:IUSD 34/ Balance: 0.00

Notice that since the voucher has been saved, that the voucher now has a Voucher ID, and all of the

Invoice information has been populated. Next, click on the “Budget Checking” icon @ to start the
budget checking process.

“wmmice Informanon \_ Parmants  Solcher Aiiies | Sseousiing Infmmation |

s Regular Eniry Stalus; Fostabls tth g Cornrers 0
Uitz 11000 Woucher ID: 000003372 Groum =y Budget Stabus: Yalid Post Status:  Lnposted
poumt] Purclkase Order: | Copy PO WWoiksheat Copy Option: |Mors =
Adyanced Yendor Search Imice M [Cemo

wmmtor: noonoonnis S Iwmiee Date:  (03M2/2003 5 Aty Date: 03ME2003 E

Hame: [EECEr1mimom &y Pay Terms: | Haw =] B

Location:  [MAlR G Mg Aemi: =5

dddress | 19 Frgntam: [ B

Herkys Bawsding Centar han Merchandise Summary

A58 Ten FPin Aven e
Blsmanck, MO 58501

Totak: 20.00 “curr: [US00%5) Balance: .00

After completion, note the Budget Check status shows valid.
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Navigation: Accounts Payable > Batch Processes > Vouchers > Budget Check

BudgetCheck
Ervhan aate | o i Y0 Tl bk S i, Laiined ek D ank tor il bl of vl s

| IIIHINF“_] A E R ME Vs

i Lo B [ i e 3 |

I Caxe Smafine

EEoh o Basit Seanh E e ERare i ilang

Findd an Exisingval us | A 3 tew vaslge

To run the process, requires a Run Control, you can either create a new one, or specify an existing, for
our example, an existing Run Control was utilized by clicking on the ﬂl button.

Search Results
18 of 8

Run Control I Language Code

MATCH English
Pay Post English
BUICK] English
SR English
[ ] English
Fegister French

Youcher Post English

From our results, we then select a Run Control ID. For this example the value Budget_Check was
selected.
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* Budget Check |

Run Control I Budget_Check Eeport Manager  Process Manitar Run

First (40 1051 [M] Last

Process Request Parameters

*Process Frequency: |Always Process j
Request Humber: 1
*Description: IEL"ngtChE[:K

*Transaction Type: I’Q‘P—\'@UCMER ﬂ

=]

*Unit Option: All -

Woucher ID Option: I All 'l

) IENetity ) (2 Refresh )

B save) [ClRetunto Search) [4E Nextin List) |12

To run for all Business units, the page should be configured identically as the example above. Press the

Run

button to go to the Process Scheduler Request.
Process Scheduler Request

User ID: kreynolds Run Control ID: Budget Check

Server Name: | *I Run Date: |nammuua B
Recurrence: I 'I Run Time: |5:23:21AM Resetto Current Date/Time |

Time Zone: | ﬂ
*Format

Select Description Process Name Process Type Type
M Comm. Cnirl. Budget Processaor FEPKBDP3 COBOL SaL {Mane) I(None) 'l

Press the ﬂ_l to start the process. After the process begins, you will be returned to the Budget
Check page. From there press on the Process Monitor link to check the status of the process.
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User ID:|krevnn|ds Q) Type: | 7| Last: |_1 |Days v| Refresh |

Server: I 'i Name: | Q) Insiant:e:l to |

Run Status: J
Custornize | Find | View &1 88 First [ 1 004 [ Last
Process : p
Instance Seq. Process Type PR User Run Date/Time Run Status Details
20482 COBOL SGL FSPKBOP3  kreynolds 03/07i2003 5:23:21AM PST  Queued Details
20449 Application Engine AP_VCHRBLD kreynolds 037082003 12:40:28FM PST Success Details
2048 Application Engine AP_VCHRBLD kreynolds 037062003 12:25:25PM PST  Success Details
2047 Application Engine AP_VCHRBLD kreynolds 037082003 12:11:46PM PST  Success Details

5o backto Budoet Check

Refresh the panel by pressing on the —Remlbutton, not more than twice per minute. When the
process completes, the Run Status should update to success.
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BUDGET CHECKING ERRORS

In our previous example, the voucher passed Budget Check successfully the first time through. In the
real world, this is not always the case. This chapter has been written to demonstrate the diagnostic
process of how to troubleshoot budget check errors, and get back on track.

Navigation: Accounts Payable — Voucher Entry — Invoice Information

INVOICE INFORMATION PAGE

When an error has occurred during budget checking, a Budget Status of “Error” will appear on the Invoice
Information Page.

Invoice Information | Pavments ngoucherﬂ\nributes ﬁccountinglnformation”

Style: Regular Entry Status: Postable wiithholding Comments B &
Unit: 11000 Youcher ID: 00000333 Group: I g Budget Status: Error Post Status: Unposted

Budget Check Details button @ opens the Commitment Control page. This page displays the source
transaction type and the amount type for the voucher.

COMMITMENT CONTROL PAGE

Commitment Control

Commitment Control Details

Source Transaction Type: Voucher

Budget Checking Header Status: Errorin Budget Check
Commitment Control Amount Type: Actuals and Recognized
Commitment Control Tran ID: 0000000g31
Commitrment Control Tran Date: 0TMEz2003

I Owerride Transaction €9

Budget Check I Goto Transaction Exceptions Go To Activity Log

[w]58 | Cancell Fefresh

To view budget checking errors or warning messages for vouchers click on the Go to Transaction
Exceptions link (or follow the navigation shown below). The page lists budgets for the transaction lines
with exceptions. Users with the appropriate authority can override the budget exceptions on this page.
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Navigation: Commitment Control — Review Budget Check Exceptions - Voucher
COMMITMENT CONTROL VOUCHER EXCEPTIONS

{ Voucher Exceptions Y Line Exceptions

Business Unit: 11000 Voucher ID; 000003335
*Exception Type: I Errar ‘I I~ Override Transaction 0 Iia @ %
Maxithum Rows: | 100 ™ More Budgets Exist

Advanced Budaet Criteria

Budgets with Exceptions

Customize | Find | View &1 | % First [ 1081 [ Last
Budget Override Budget Chartfields

Business Ledger Override
Unit Group Budiet

1@ 11000  APP_LN I GoTo B

Transfer

Voucher Exceptions Tab: Budget Override

Business Unit — Displays the voucher business unit.

Voucher ID — Displays the voucher ID.

Exception Type - The budget checking status of the transaction either:

Error — Severe Violations of budget rules that will not allow a transaction to pass budget check.
Warning — Minor errors that do not exceed budget rules, and will pass if checked again.

Override Transaction - Enables the entire transaction to update the control budget, even if error
exceptions exist. Only for users with the appropriate security access will be able to do this. In addition,
not all failures are eligible for override. This option is not available if the transaction passed budget
checking with only warning exceptions, as warnings are automatically overridden..

Maximum Rows - The maximum number of rows that may be displayed in the scroll area.

More Budgets Exist - If selected, the transaction has more exceptions than the number entered in the
Maximum Rows field.
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e - Budget Override Available Info button to determine why you can't override a single budget entry.
Click the Tran Override Available Info button to determine why you can't override the entire transaction.
The information displayed is determined on your location.

= The Budget Check button runs the Budget Processor again if the voucher was changed.

@ - The Budget Check Details button opens the Commitment Control page, where you can see the
source transaction type and the amount type for the voucher.

% - Click the Fetch Selection button on transaction exception pages to refresh the Budgets with

Exceptions scroll area. Select on line exception pages to refresh the Transaction Lines with Budget
Exceptions scroll area.

®

- Accesses detail pages, where you can view the reasons for the exceptions.

- The View Related Links button will open a page with the following options:
Pleaze select one of the following links:

Goto Source Entry
Goto Source Inguiny

Cancel |

Go to Source Entry — This will open the Voucher component so that changes can be made to the
voucher.

Go to Source Inquiry - This will open the Voucher Inquiry component to view the voucher.

Advanced Budget Criteria - Accesses the Budget Exceptions - Refine Inquiry Criteria page, where you
can restrict rows to specific business units, ledger groups, and accounts. Leave these fields blank to
return all values.

Refine Inguiry Criteria

‘EXCRin Type: [E"m E‘
a2 v L e 100

ek o SR 10 enabke ha Ther or*Cancer the chanpes
0K _CMN |
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Voucher Exceptions Tab: Budget ChartFields
The Budget ChartFields displays the ChartField values for the budgets with exceptions.

Vioucher Exceptions \ Line Exceptions

Business Unit: 11000 ‘oucher ID; 000003335
*Exception Type: | Error 'l I Override Transaction i HEY
Maxitmum Rows: | 100 I More Budgets Exist Advarced Budget Critaria

Budgets with Exceptions nd [View Al B First [0 10p1 [ Last
Budget Crwerricde Budget Chartfields

Business Ledger Operating Budget
= Account - 3
Unit Group Unit Period
1@ 11000  APP_LN 110 200312

Business Unit — Displays the voucher business unit.

Ledger Group — Displays Commitment Control ledger group for the transaction header exception or
transaction line exception.

AP —Regular Vouchers Page 25 of 36
MAXIMUS, Inc.a — Proprietary & Confidential — Unauthorized reproduction prohibited.




CONUEC

Mﬁﬁuﬁ N

North Dakota ERP Project

COMMITMENT CONTROL L INE EXCEPTIONS

The Lines Exceptions tab displays details for voucher lines with budget exceptions.

' oucher Exceptions | Line Exceptions |

Business Unit: 11000 Youcher ID; 000003338

“Line Status: I Etror 'l ™ override Transaction

Maxitmurm Rows: I 100 ™ More Lines Exist

Lire From: | ﬂ Lire Thru: I ﬂ

Transaction Lines with Budget

Exceptions
Line Values | Line Chartfiells | Line Amourt | [F=¥)

Customize | Eind | 4i

OE RS

First (4] 101 [] Last

Line E‘ﬁg'ﬂ Buyet Date GL Business Unit
® 11 0307/2003 11000

Line Status — Displays the budget checking status of the transaction line.

Line From/Line Thru - To view a range of lines, enter the voucher line numbers in these fields. The

prompt list shows only voucher lines with exceptions.

More Lines Exist - If selected, the transaction has more transaction line exceptions than the number

entered in the Maximum Rows field.

Line Exceptions Tab: Line Values

Line — Displays the number of merchandise lines.

Distribution Line — Displays the number of distribution lines.

Budget Date - Displays the budget date of the transaction line.

GL Business Unit — Displays the GL Business Unit.
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Line Exceptions Tab: Line ChartFidds

The Line ChartFields displays the ChartField values for the voucher lines with exceptions.

\ioucher Exceptions | Line Exceptions |

Business Unit: 11000 Woucher ID: 000003335
‘Lihe Status: IErrnr 'l ™ override Transaction e @ @ %
Maximum Rows: | 100 ™ More Lines Exist

Line From: I ﬂ Line Thru: | ﬂ

ransaction Lines with Budget
Nceptions

First (0 1081 [ Last

Customize | Eind | ie

[ Line Yalues Line Chartfields Line Amaourt |
Line Eiinsgim Account %‘:Lating Dept Fund Code Class Program Code
@l 11 602065 110 1000 nm

Line Exceptions Tab: Line Amount

The Line Amount displays the monetary amount for the voucher lines with exceptions.

[ Woucher Exceptions | Line Exceptions

Business Unit: 11000 Voucher ID: 000003335

*Line Status: I Error v| [T Owverride Transaction 9 ﬂa @ )
Maximum Rows: I 100 ™ More Lines Exist

Line From: I A Linethre: | =y

Transaction Lines with Budget Exceptions Cus ) First (0 10 1 [P Last
Line Chartfields

Distribution
Line

1

{ Line Yaluess Line Amount

Line

& 1

Foreign Amount _ Monetary Amount _

120,05 UsD 120.05 UsSD
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TEMPLATE VOUCHERS

Template vouchers are a quick way to recreate vouchers that reoccur over time. Examples of these, are
items like utility bills, rent payments etc, where most of the information is the same, invoice after invoice.
The template defaults enough information to construct the voucher, templates may be used repeatedly
and modified, as needed. All that is required is to add the invoice number, date, and change any of the
defaulted information to match the invoice. This section of the manual walks through the following steps.
1. Template Creation.
2. Creating Vouchers from Templates.

Navigation: Accounts Payable — Voucher Entry — Invoice Information

STEP1— TEMPLATE CREATION

Creation of a template starts out identical to that of a Regular voucher; the only difference is that the
Voucher Style of “Template Voucher” is selected.

Tpucher
Eind an Existing Walue "y Add a New Value |

Business Unit: |1 1000 Q)
Youcher ID: |NE}<T
Youcher Style: Template Voucher

Control Group ID: |— Q]
Short Vendor Name: I— (=Y
Yendor ID: I_ Q]
Vendor Location: |— Q

Address Sequence Numher:l u] g

Invoice Humber: I

Invoice Date: I B

Gross Imvoice Amount: [ 0.000

Total Voucher Lines: I 1

Add

Find an Existing Yalue | Add a Mew Value
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IFrvimic Infor mation Yy Payments

Youchet Adribubes Accauniing Inmormation

Style Tempisie  Eniny Stabus: Open

withnalding Comments

Umit: 11000 Whoueher e NEXT BudiipeT Sratus: Mol Chko Poest STatus:  Uaposied
PO Uitz =1 Purchase Order: 4| Copy PO \Worksheet Copy Option: |Mone =1
Advancad Yandor Bearch lrsnice Mo: f
Wenmdor: 000000001 § Sy hmvaice Darbe: El Acchy Date: DamTao003 |fa]
Hearrie: BECKY-1095-001 | Pay Terms [ Now - B
Location: [Mard & Mise: unt: 7
s 1G] Fromt Ame; L
Beckys Brwling Cerler bon wigrehandise Sumimary
4564 Tan Pin Menus
et NOL ol Tatak 000 “cure: [UED 4 Balance: ann

Teampdate I0: fierrlplabe-1

D oy ipline: |l.l|:-r||hh-' Charges

When the Invoice Information page displays, the style will read “Template”. Next, enter the Template ID,
and description, this will be used to populate the template into a voucher. Finally, enter all information as
if you were completing a Regular Voucher, and press the & save] icon when done. The template should
now be complete.

NOTE: Templates serve only to create other vouchers, and are not vouchers, i.e. they cannot be Budget
Checked or paid. .

STEP2 — CREATING VOUCHERSFROM TEMPLATES

Creation of a voucher from a template starts out identically to that of a Regular Voucher.

Youcher
" Find an Existing Value § Add a New Value
Business Unit: |1 1000 Q)
VYoucher ID: |N ExT
Vioucher Style; |Regu|ar\-foucher ;l
Control Group 1D: | =Y
Short Vendor Name: I (=Y
vendor ID: I ey
vendor Location: I 4

Address Sequence Numher:l ] ﬂ

Invoice Number: |

Invoice Date: I B4
Gross Invoice Amount: | 0.000
Total Youcher Lines: | 1

Add

Find an Existing Yalue | Add a Mew value
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Style: Regular Entry Status: Open Withhalding Comments =}
Unit: 11000 Voucher ID:  NEXT Budget Status: Mot Chi'd Post Status: Unposted
| PO Unit: | QJ Purchase Order: Q) CopyPO | Worksheet Copy Option: | Template |
Mon PO Receipt
Advanced Yendor Search Invoice No: | Mane
=, PO Receipt
\fendor: [pooooooots Q) Invoice Date: | E Acctg Date s, vonase Order Only
=l
Name: IEIECKY—1 nog-o01 (G ‘Pay Terms: | Mow b & Y
i =h
Location:  [MaN Q) Misc Amt: | B
=h
*Address: I 114 Frght amt: | B
Becky's Bowling Center Man Metchandise Summary
4554 Ten Pin Avenue
Sl it S Total: I 0.oo *Curr:IUSD g Balance: 0.00

To create the template two items must be specified

1. The vendor must first be populated with the same Vendor ID that it is in the template you intend to
use. Otherwise, you will not get a match.

2. The Worksheet Copy Option of “Template” must be selected.

Unit: 11000 Invoice: Vendor: Becky's Bowling Center
Voucher: MEXT Date: ID: 0000000014
Template ID: | g Copy from termplat

Go Taovoucher Header

Enter the template ID if known, otherwise click on the ﬂ icon to search. The Go To Voucher Header link
will take you back to the Invoice Information page.

Look Up Template ID

Business Unit: 11000
Yendor ID: oooooooota
Template ID: |begin5 wiith ;”

Description: |begin5 with;”

LookUp | | Clear | | Cancel | Basic Lookup

Press on the L2250 | hutton to view the results.
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Search Results
1ofq

Template ID Description Short Wendor Name Charged Business Lnit Youcher ID

Template-1 Monthly Charges BECKY-1099-001 11000 00000336

Select the desired template from the results

Unit: 11000 Invoice: Vendor: Becky's Bowling Center

Youcher: REXT Date: 1D: aooooooot s

Template ID:  [remplate-1 Q| Manthly Charges AL R T

5o ToYoucher Header

Cupyfrumtemplatu|

Next, press the template button to copy the template into the voucher. All of the
template information will default into the voucher and you will be returned to the Invoice Information Page.
After this, you may edit the voucher, and save as you would if creating a Regular voucher.
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DELETING VOUCHERS

The system supports the deletion of vouchers when necessary, all vouchers may be deleted, unless they
have been matched, posted or paid.

Navigation: Accounts Payable — Vouchers — Maintenance — Voucher Delete

Voucher Delete
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

Business Unit: = | [11000 Q)
Voucher ID: [ eging with > ||
Entry Status: E Bl =

Invoice Number: | hegins with | |

Short Vendor Name:l heging with j |

Vendor ID: |hegins with j| Q
Name 1: | beging with x|
I™ Case Sensitive

Sparch | Clear | Basic Search [5) Save Search Criteria

The search page will allow you to enter several criteria in locating the voucher for deletion, while there are
several fields to assist in narrowing your search, Business Unit is the only one that is required. After

entering your criteria, pressing on the iaril button will yield your results.
Search Results

Viewy Al 1-100 of 277 [p] Last
Business Linit Woucher ID Entry Status Invoice Number Invoice Date Short Vendor Hame Yendor ID - Name 1

11000 00000332 Postable  DEMO 2 2003-03-07 BECKY-1099-001 0000000015 Becky's Bowling Center
11000 00000332 Postable  Demo 2003-03-03 BECKY-1099-001 0000000015 Becky's Bowling Center

From your results, select the voucher you wish to delete.
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DELETE VOUCHER PAGE

In order to delete the selected voucher, click on the L  button on the Delete Voucher page.

Delete Voucher | \_'fouc'her Dietails

Business Unit: 11000 Voucher: 00000332

Vendor: 0000000015 Beclky's Bowling Center

ShortName:  BECKY-1099-001

Invoice: Dema Oorigin: 110 Header Budget Status: ‘alid
Date: 03032002 Group: Non-Prorated Budget Status:  alid
Gross Amount: 20.00 LUsD Entry Status: Postable

ﬁ Save QRetum ta Sealch) +E Hext in List) +E Prewious in List:l E'Notify :l

Delete Woucher | Woucher Details

NOTE: The Voucher Details page displays additional vendor/voucher details about the voucher.

Warning -- Delete Confirmation (F030,12)

Press OKto delete the voucher. Press Cancel ifyou do notwant to delete the voucher.

Ok I Cancell

The above confirmation message will appear, press the _E'E._! button to proceed.
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Microzoft Internet Explorer
& “Y'ou must click the budget check push button to budget the deleted woucher [FO30,373)

At this paint, you must click the Budget Check button to adjust the budget, 2o that your budget accounts far the deleted
woucher amount... Clicking the Budget Check button after deleting a voucher is the only chance you have o readjust
your budget to account for the deleted woucher amount. If you save without reverzing the budget, you cannot adjust
your budget values, because the voucher and all of itz data are gore.

The above message appears only if the voucher has previously been budget checked. This is to alert

NOTE: It is very important to understand that if budget checking is not ran at this time, the batch process
will not select this voucher, and that the monies will not be restored to the budget.

A budget-checking icon = appears within the Budget Check Deleted Voucher section. Click on the
budget-checking icon to run the process.

The Budget Checking Icon = will disappear from the page.

Click on %‘ to refresh the page. The button will now be grayed out.

Delete Voucher Y L;fouc'herbet'ails -

Business Unit: 11000 Youcher: 0000033z

Vendor: 0000000015 Becky's Bowling Center

ShortName: BECKY-1098-001

Invoice: Demo Origin: 110 Header Budget Status: Mot Chk'd

Date: 03/03r2003 Group: Hon-Prorated Budget Status: Mot Chicd

Gross Amount: 20,00 UsD Entry Status: Deleted
Celete

ﬁ Sawve IClReturn to Search) +E Mextin List) +Z Prawvious in List) ENo‘tiﬂr )

Delete Youcher | Youcher Details
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VOUCHER CLOSING

The voucher closing process is utilized to close a voucher, and reverse any remaining liability. This
process is to be used whenever it has been decided that the items or services are complete and no
further payments will be necessary. Voucher closing goes beyond voucher deletion and works when
all of the following criteria have been met:

The voucher must be posted

Not be selected for payment.

The voucher may have had warrants issued, against it in the past, but it still is not fully paid.

Navigation: Accounts Payable — Vouchers — Maintenance — Voucher Close

Vfucher Close
Enter any information you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value |

BusinessUnit:  |= =] 11000 4
voucher ID: [ begins with j|
Invoice Humber: | beging with j |

Short Vendor Name:l hedins with j |
wendor ID: [begins with;”
Name 1; [begins Withj|

[ Case Sensitive

Search | | Clear | Basic Search [g) Save Search Criteria

The search page will allow you to enter several criteria in order to facilitate locating the voucher for
closure. While there are several fields to assist in narrowing your search; Business Unit is the only one

that is required. After entering your criteria, pressing on the ﬂ'il button will yield your results.

Search Results

1-2 of 2
Business Lnit Youcher ID Invoice Humber Short Vendor Name Yendor ID  Hame 1

11000 0o0o00&aE  test-1 kIRk-1093-001 0000000004 Kirk's Consultant Company
11000 0aoonazt  AP-040 woid-reopen voucher MELAMMI-001 ooonooot 1 Melanni Hoff

From your results, select the voucher you wish to close.
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VOUCHER CLOSE PAGE
i Close Youcher \'EuucherDetails

Business Unit: 11000 VYoucher: 00oooose

Vendor: aooooooood Kirk's Caonsultant Company

ShortMame: KIRk-1099-001

Invoice: test1 Origin: 110 Header Budget Status: walid
Date: 030442003 Group: Non-Prorated Budget Status:  Walid
Gross Amount: 1,200.00 USD Entry Status: Fostahle
Manual Close Date: !DSIDTQDDB ¥ Mark Voucher for Closure
ﬁ Save QReturn 1o Search:l += Hextin List] 1= Eleifgr

Clogse Voucher | Youcher Details

On this page, v Mark the Voucher for Closure checkbox and B save] the voucher. Additional
information may be obtained on the Voucher Details page.

VOUCHER DETAILSPAGE
( Ciose Vousher | Voucher Details

Business Unit: 11000 Voucher: noooooas
Vendor ID: ooooooooo4d Kirk's Consultant Company
ShortName: KIRk-1099-001
Mame 2: Go To Address
Invoice: test-1 Gross Amount: 1,200.00 USD
Date: 0350152003 Freight: 0.00
Accounting Date: 02/01/2003 Miscellaneous: 0.00
Terms: u]u] Mooy Sales Tax: 0.00
Due Date: 020152003 Use Tax: 0.00
Discount Due: Entered VAT: 0.00
E Sawve QReturn ta Search] += Mextin List) A E'Notif;r

Close Voucher | Woucher Details

After saving with the checkbox checked, the voucher will be marked for closure and will close with the
running of the next Voucher Posting process. The monies will only be returned to the budget when the
budget checking process has been initiated.
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